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	Opportunity Profile


This opportunity profile is designed to give you an idea of what your voluntary work will involve. It highlights the commitments, skills and benefits you can expect from taking up that role.


	Role:
	Club Secretary
	
	Department:
	AU


	Duties & Responsibilities:

· Give notice of Club Meetings
· Take the minutes of all meetings & ensure they’re given to the AU and made available to club members
· Ensure all members are informed of other events within the Club
· Deal with any correspondence
· Attend AU Training Events
· Keep membership records updated, liaising with the Club Treasurer
	
	Time Commitment:

Variable depending on workload and meetings – minimum of 5 hours a week

	
	
	Venue:

Various locations

	
	
	Responsible to:

Club Members, AU President


	Opportunity:

· Be involved in the effective management  of the club

· Contact with a wide range of people within and outside the club

· More active role in the AU
· Good Experience for taking up further voluntary roles
· Improve leadership skills
	
	Benefits:

· Prestige and Respect

· Looks great on your CV

· Involvement in decision making

· Broadening outlook on life

· Confidence building




	Useful Previous Experience:

Membership of the Club

Appropriate knowledge/governing body qualifications pertaining to the club

Excellent communication skills
	
	Training and Support:

Handover with previous Secretary, support from AU president and office staff,  Student Development & Employability Dept. training events, AU Club annual training weekend


	Skills Gained:
	
	Participating in this opportunity will enable you to develop and practice the following skills (marked *)

	*
	Written Communication
	
	*
	Teamwork

	*
	Verbal Communication
	
	*
	Time Management

	*
	Delegation
	
	*
	Financial Management

	*
	Decision Making
	
	*
	I.T.

	*
	People Management
	
	*
	Organisation / Planning

	*
	Negotiation
	
	*
	Marketing

	Others (as specified below)

Meeting skills; tact and diplomacy



	For further info, Contact:

au@lufbra.net

	
	Website:

http://www.lufbra.net/
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